
Recording of Staff Working at Home via Managers Self Service on ESR 

 

• Access your ‘Manager’ role via the ESR Portal 
 
 

 

 

 

 

 

• Select ‘My Team Assignment Information’ 

 

• Select ‘Location’ 

 



• A list of staff in your hierarchy will appear as below: 

 

•  Select the staff in question by clicking the ‘action’ button   

• Change the ‘Effective Date’ as required and click  

 

• Select the ‘Working at Home’ button as below: 

 

• Click the ‘submit’ button  

The record is now saved 


